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Admissions Procedures 

Dodge City Community College has an open 

door admissions policy with the following 
requirements for all full-time students: 8 


1. Complete application for admission. 

2. Send ACT scores (SAT are accepted) 
(This is not required but highly recom: 
mended. Athletes must submit ACT or SAT 


scores.) . : 
3. Send high school transcript or equivalent 


GED). as 
4. Send college transcript (if applicable). 


0 items are not requirements 


The following tw planning steps for 


for admission but essential 
some students: 
a deposit to reserve on-campus 


5. Submit 
housing. ee holarships. 
Z l aid and sc 
6. Check into financia Se nel. 


lications wh 


; ity College is fully ac- 
Dodge ee heah Contra Association of 
credited by Secondary Schools and the Kan- 


and C 
Cons Spariment of Education. 


Non-discrimination 


ent 
any Community College is commit- 
ee al opportunity for all students re- 
ate sof sex, race, color, and national or 
aT ok in or physical handicap in the 
et ratio of admissions policies, educa- 
Bo pollens: scholarship and loan programs, 
a Unletics or other school administered 
an 


programs. 
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Prepare for greater opportunities by 
enrolling in the program of your choice at 
Dodge City Community College! 


Executive Secretarial 
Technology Program 

The Executive Secretarial Technology Pro- 
gram offers opportunities to master skills for 
today's office. Opportunities await the indi- 
vidual with strong skills in information pro- 
cessing, Communications, human relations 
and organizational ability. 


Training on electronic equipment utilizing 
the latest technology is available at Dodge 
City Community College. Courses include 
emphasis on computer skills including all 
areas of information processing. 








A valuable part of the program is the field 
work experience (internship) where students 
gain practical experience in their chosen 
field while receiving college credit. 


Programs of study are available on either a 
one-year certificate basis or a two-year Ap- 
plied Science Degree option. Classes com- 
pleted in the one-year program can apply 
toward the two-year program. Contact the 
Program Coordinator for details regarding 
courses of study. 


Executive 
Secretarial 
Technology 

Program 

Options 


Associate of Applied Science 
¢ Executive Secretarial 
° Legal Secretarial 
¢ Medical Secretarial 
* Office Administration 


Certificate Option 
¢ Executive Secretarial Technology 








Executive Secretarial Technology Program 





Executive Secretarial 
Technology 


One-year Certificate Program — 
Total hours: 32 minimum to certify 


Major Courses and Hours: 
Keyboarding II.........-.-::1::-:seeeseeeteeeesetee 
Keyboarding II] ........-----+++ 3 ; 
Word/Information Processing 
Office Procedures .......-..+:+++ 
Human Relations ....... 
Machine Transcription... 
Office Records Management... 
Secretarial Internship I, Il... 
Problems and Practices I, IL..." 








Business Core: _ 4 
Introduction to Business ...... ceceeeneenseeennnncets 

Introduction to Data Processing .... Ks 
Business Communications........:+-se 
Financial ACCOUNLING...........-:serre 
Bookkeeping .........-- . 

Business Math .......---:-++1+-- 
Life Adjustment I (BUSINESS)......--+:0: eee 








ivi i ms including Gregg Shorthand are 
Tee cheyear certificate is awarded to students 


completing the above program. ) 


ersonal Opportunities 
ros nee available to the DCCC 


secretarial student. These include: 

e Individualized instruction 

Modern equipment 

Placement services ; 

Two semester preparation period 
Counseling services : 

Special assistance in learning through the 
Learning Resource Center 

° Local business work experience 


opportunities 





Business Professionals of 
America 

Business Professionals of America is a stu- 
dent organization for those interested in of- 


fice occupations. It provides an opportunity 
to: 


* Develop leadership abilities and 
citizenship training 

* Broaden understanding of the 

professional secretary's role 

Develop relationships with those 

already in secretarial positions 

Explore employment opportunities 

and job requirements 

° Learn from field trips, guest 
speakers and discussions 

° Compete in state and national events 


Today's students, 
tomorrow's business 
professionals. 


Financial Aid 

Dodge City Community College has devel- 
oped a variety of financial aid packages to 
assist students in overcoming economic prob- 
lems associated with college attendance. 
DCCC accepts financial aid applications and 
makes decisions regarding those applica- 
uons without regard to sex, race, creed, dis- 
ability, or national Origin. 


Students who wish toa 
or Stafford Loan mus 
eligibility by completi 
Financial Statement a 
family contribution 


Pply for a Pell Grant 
t first establish their 
ng their ACT Family 
nd have their expected 
determined. 


To qualify for 
any federal financial aj 
Student needs to have ahigh ree aid, a 
Stud ol diploma 


or GED 
: udents 
requirements Who do not meet these 


May arra 

tional Tange to take a 

Cotter the Depemmine ability to tenon 
CC Testing Center well in 


advance of 
the cl F 
OF testing, ass starting date to arrange 


Veter: 
an ee 
May reece Meet eligibility requirements 
enefits for credit courses taken 


at the Colle e 5 
ge. For m i all 
316- 225-1331, if information c¢: 


Student with a financial concern iS 
Aid weed to contact the DCCC Financia 
Director for additional information. 


“fore Information Mail This Card To: 


WE 


ASS 
{DODGE Crr¥ COMMUNITY COLLEGE! 


2501 North 14" Avenue 
Dodge City KS 67801-2399 
316-225-1321 
Toll-free in Kansas 1-800-742-9519 
Toll-free out-of-state 1-800-262-4565 
Phone Registration 316-225-4114 
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Please send information on: (Check) 
Financial Aid/Scholarships 
On-Campus Housing 


Catalog/A dmissions Packet 
—____ Other: 

















